
 

 

Figure 1    Sign In Screen 

After conversion to the new Public Meeting Calendar, all users will be asked to create a 

‘new’ sign-in using your email address.  Your password can remain the same or you can 

change it if you wish. 

 

Note:  SSO just validates your password. PMC determines if you are an admin or author 

or unauthorized.  

The new URL will be publicmeetings.delaware.gov = public viewing 

pmc.delaware.gov = author to create meetings = SSO would determine if the user is an 

author vs admin 

 

The old URLs will redirect for now to publicmeetings.delaware.gov 



 
 

 

Figure 2    Home Screen = List My Meetings 

Once you sign in, you will go to this screen – List My Meetings 

 

This screen will display the meetings you have entered, their date and time, whether or 

not there is an agenda and timeline attached to the meeting, and under the Actions 

Column: edit, copy, information (what is the meeting id), and cancel (trash can) 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 



 

 

 
 

 

Figure 3    Manage Documents Button – the red question mark indicates that no 

document is attached to the meeting.  A checkmark indicates that there is. 

 

 

 

 

 

 

 

Figure 4    Edit Meeting Button – if you need to update the meeting time, location, 

etc. 

 

 

 

 

 

 



 

 

 

 

 
 

 

Figure 5    Copy Meeting Button – when you have the same meeting each month, 

you can copy the first meeting, update date and time, and save without having to 

re-type everything for each individual meeting. 

 

 

 

 

 

 

 
 

 

Figure 6    Meeting Information Button – gives you the meeting id created by the 

system 

 



 
 

 

Figure 7    Meeting Information Button 

 

 

 

 

 

 

 

 

Figure 8    Cancel a Meeting Button – click on the red trash can 

 

 

 

 



 
 

 

Figure 9    Cancel a Meeting Button – are you sure you want to cancel the meeting? 

 

 

 



     
 



Figure 10    Meeting Creation Page 

There is a whole new look to creating a meeting.  Starting at the top, you will click the 

drop down to pick the agency the meeting is for.  You will then type in the title of the 

meeting, the purpose of the meeting and any other information. The 1/100, 1/500, etc. 

are how many characters are allowed in the line.  The next box is when:  which will pop 

up a date picker for you to pick the day and time.  The next box is where:  you click on 

the blue teardrop to pick the building the meeting will be held in and then type the room 

and any additional comments.  The last box is to be filled in if this is a Virtual meeting 

only and will not be held in a building, i.e., a conference call, video conference, skype, 

etc.  Type in the information for that meeting and the URL for that meeting if it is 

Skype.  If the meeting location is TBD – pick the building called ‘TBD’ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 



 

 

 
 

Figure 11    Meeting Creation Page – Calendar pop-up to pick your meeting date 

 

 

 
 

Figure 12    Meeting Creation Page – Building Picker – chose from the list of 

building locations 



 
 

 

Figure 13    Meeting Creation Page – Building Picker – chose from the list of 

building locations and click OK 

 

 



 

 

Figure 14    Meeting Creation Page – Click Save 

 



 

 

 
 

 

 

Figure 15    Meeting Added and on Authors List My Meetings page 

 

 

 

 

 

 

 



 
 

 

Figure 16    The modification tracker – who created the meeting in the system and 

who modified it after 

 



 

 
 

 

 

Figure 17    Pick what you are uploading:  Agenda, Associated document, Draft 

Meeting Minutes, Final Meeting Minutes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

Figure 18    Chose the File to upload 



 
 

 

Figure 19    Picking the file to upload 

 



 

 

Figure 20    Click the upload button 

 

 

 

 



 
 

 

 

Figure 21    Authors view of the meeting and the associated documents 

 


